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YoU have new responsiniities

s FBMS IS changing the way. We do business.
As Recelving Officials/CORSs you have an
Important part in ensuring that InvoIces are
correct and accepted for payment.

= You must now electronically certify receipt of
goods and/or services.

= [his'is done through FBMS by entering a
Goods Receipt (GR)/Service Entry: Sheet
(SES).



Hlow importantis 1t to do this?

s Extremely important!
= \\/e cannot pay the vendors without this process.

= Financial records will not be updated correctly.
Without this process.

» REMEMBER:

s, Quantities that exceed the ordered amount must
have a purchase order modification completed
before the receipt process can take place.




\What 1S Workhow?

s \Workflows are tasks contained in FBMS that
must be completed.

= An email notice reminds you that you have a
workflow task to take action on.

s It won’t let you forget....

= After day 4 and day 6 you get an email reminding
you that you have tasks to do.

= Notifications come to your email account.

s [asks are completed through your My Tasks
In the portal.



How do' I"get there?

1. Logonto FBMS at
www.fbms.doi.net

2. Username = Active
directory logon

juisitions Approver - Windows Internet Explorer

onent, gealearning, com)Scorm)Scorm_Launcher , aspatparamString=1MFb 9030 Gsk 19

: FBMS
+blm.gov (i.e., HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINA
jdoe@blm.gov) NEWS & INFORMATION | MY TASKS | HELP DESK | FBMS Settings

3. Password = Active Home > MY TASKS

directory password Business Workplace of
I |

. Waorkplace:

» MY TASKS

Now for workability iy Tacks Hel

you need to double

click the FBMS Icon

and a second tab [& There are no items to dizplay
opens on your
screen.
. T Trash
Both tabs will be used later A Shared trash

in this presentation,
you can open as many
tabs as you need.



http://www.fbms.doi.net/�
mailto:jdoe@blm.gov�

How do | get there?

In the first tab:

Click on Home
Click on My Tasks
Click on Inbox
Click on Workflow

e N B

juisitions Approver - Windows Internet Explorer

anent . gealearning, com)ScormfScorm_Launcher, aspxtparamString=1MFb903

FBEMS
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINA
MEWS & INFORMATION | MY TASKS | HELP DESK | FBMS Settings

Home = MY TASKS

Business Workplace of
[} |

. Waorkplace:

= MY TASKS
= My Tazks Help

[il There are no items to dizplay

T Trash
T Shared trash




How: do I' Create a G00GS

Receipt?

Welcome Nicholas Loksh
FBWS Help | Personalize | Log

INTERIGR
- .. AP~
FBMS

HOME ACQUISITION CORE FINANCIALS
HOME | CONTRACT MANAGEMENT S STEM

DATA MANAGEMENT FINANCIAL ASSISTANCE TRAMEL

Home > Acguisition Home = Change Material Document
— Change Material Document: Initial Screen

MenuJ[4[ || [Back][Cancel | System } | [ Oveniew] [Header

| History , Bac

« Arquiztion Home

[ Receiving
* Change Material Document
= Material Doc. List

¥ [O Purchazing
F O Vendor Mazter

= Acguigition Help

o1

Log onto FBMS at
www.fbms.doi.net
Username = Active
directory logon
+blm.gov (i.e.,
[doe@blm.gov)

Password = Active
directory password)
Click on Acquisition
Click on Receiving
Click on Create
Goods Receipt.


http://www.fbms.doi.net/�
mailto:jdoe@blm.gov�

& INTERICR Welcome Nicholas Loksh .
ML~ On this screen you

FBMS FBMS Help | Perzonalize | Log

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL 1 I I h
HOME | CONTRACT MAMAGEMENT SY'STEM WI e nte r t e

Hore > Acquisition Home > Change Material Document = Create Goods Receipt | History, Bac p u rC h ase O rd e r
N
Purchase Order n u m be r

* Acquisttion Home Purchaze Order Ny rl'lh-EI'Z LO9PX00200

[ Receiving
Change Material Document Purchase Order ltems

\ateril Doc. List TF'H LosPx00200 i The rest of the details

Cancel Reverze WMaterial Documer Purchase Order Humber

Release Blocked Stock I__ﬁEhj' then press Wi I I pOpU I a.te .

List Service Sheets BEE [ HEEB
Collective Release SES
» Create Goods Receipt

MIGO Details

¥ [ Invioicing R Goods Receipt; 101 - Creates Goods Receipt & Acceptance
¥ 3 Purchazing
* [0 Vendor Master

Purchaze Order fiem:
Short Text:

Document Header Text: |:|

lnt;

» Acquigition Help

Scheduled Quantity:
Quantity R
Quantity:




\Anhat topay attention: to:

= You will be accepting for one line item at a time. Select the line item and

look at the MIGO: Details Section
= [ ookat:
_ Welcome Nicholas Loksh
H GR GOOdS Recelpt : FEMS Help | Personalize | Log

= Defaultsto 101 and 3
| Docurment == Cre.ate G‘Em-ds Fe-:eipt | History , Bac
This represents a

FUl Ll aST WU WIS . SR P P e Pl L el L RIIE 1

Purchase Order ltems

Movement type. tem Mimeer Shart e

|:| 00010 FBMS TOUR PARTY BUS

s Scheduled Quantlty FBMS H3 HYBRID
= Quantity Received HEES 0 EEH

MIGO Details

| Q u antity GR Goods Receipt: 101 - Creates Goods Receipt & Acceptance
Purchaze Order tem: 0oozo

u Enter the actual qty Short Text: FEMS H3 HYBRID

Document Header Text: |:|
Received.

Scheduled Quantity: 3

*OPTIONAL: Entera COR/RO fills in

D e I |Ve ry N 0] 12) Delivery Date: 81512008 (i this block
Delivery Note: il




Remember:

Document date must
equal the actual
acceptance date of the
goods/supplies.

Posting date Is the
creation date of the
goods receipt.

Note: Any fields that are
greyed out cannot be
changed and come from
the Purchase Order

And then Press Submit

Almnmn Welcome Nicholas Loksh

FBMS FBMS Help | Personalize | Log!

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL
HOME | CONTRACT MANAGEMENT SYSTEM
Home > Acquisition Home > Change Material Document = Create Goods Receipt | History, B

D 00020 FBMS H3 HYBRID

= Acquigttion Home D
* [ Receiving BB [ EEB

» Change Material Document
v Naterial Doc. List
« Cancel Reverse Waterial Documer GR Goods Receipt 101 - Createz Goods Receipt & Acceptance

MIGO Details

Purchaze Order ftem: | 00020
Short Text: FBMS H3 HYBRID

Document Header Text: |:|

v Collective Releaze SES Unit EA
v Create Goods Receipt Scheduled Quantty. |3
¥ [J Invoicing
¥ [1 Purchazing
¥ 3 Vendor Master
+ Acquisition Help Delivery Date: 81572008

Quanty Receved: 0.0 The Ducument Date field is used

Quantity:

Delivery Note;

Document Date: 8/15/2008

Pogting Date: 08/17/2008

(S



N

How: do |

Click on Acquisition
Click on Receiving
Click on Create
Service Entry Sheet.

Create a Service Entry
SNeet?

iy Welcome Nicholas Lo
A |
EBMS FBMS Help | Perzonalize

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL
HOME | CONTRACT MANAGEMENT 5Y'STEM

Home = Acguisition Home > Change Material Document | History,
Change Material Document: Initial Screen
MenuJ 4 ]| | Header

Wil

» Acquisition Home
[ Receiving
« Change Material Document
» Material Doc. List
rerze Material Documer Waterial Doc.
Mat Doc. Year

¥ [0 Vendor Master
« Acquisition Help




| Remember '"“‘“"“* . Welcome Nicholas Lo

EBMS FBMS Help | Personalize
| C h an g e yo u r HOME ACQUISITION COREF SEMENT FINANCIAL ASSISTANCE TRAVEL
0] el e Gl Click the Other Purchase

Order button

purChase Order Home = Acguisition Home ange Materis 5 | History ,

number! 1000011500 Display Entry Sheet
L ]|[Back][systen]| Display == Change | | Hore..

= On the new dialog
box put the correct

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINAS

pu rchase order HOME | CONTRACT MANAGEMENT SYSTEM
- Heome = Acguisition Home = Change Material Document = Create Service Entry Sheet
number, If the % 1000011500 Display Entry Sheet

line item IS 1 | [Other Purchase order
applicable then ’ Seled Purchase OrderfEntry Shee
click the continue
(nint: 1t’s the
green check mark.

1 multiple
P SMNACQ_D4 INT_T43_BLM Wl e to use this field to spec
v L ACQ_D4_INT_TO03 line item you are referencing.




How: do I know which line item to

Receive?

. Click on Acqguisition

. Click on Purchasing

. Click on Display Purchase Order

- Enter the Purchase Order Number

. Click on the File Folder to the right

- Select Display Purchase Order History
. Click on Item Detail for each line.




OR Runan EMIS report

Click on EMIS

Click on BEX Portfolio

Select the BILM older

Select the Acquisition Reports Bureau Wide Folder
Select UDO v2 w/line item report

Select VVariable Screen

Enter-the relevant PO #

Click Execute




s After you’ve input
the Purchase Order
Number then you
click Create Entry
Sheet.

m Next you enter
short text about
what service was
recelved be sure
to include the
Invoice number

Welcome Nicholas Lo

FBMS FBMS Help | Personalize

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL

HOME | CONTRACT MANAGEMENT SY'STEM

ition Home > Change Material Document = Create Service Entry Sheet | History

Servfce Entry Agafnsr Purchase Order LO8PX00037 00010

| Other Purchase Order Tree oniOff l,rea.teEntryaheet
wooos7fio gl

Create Entry
Sheet

Basic Data

ORE FINANCIALS

Welcome Nicholas Lo

FBMS Help Personalize

DATA MANAGEMENT FINANCIAL ASSISTANCE TRAWVEL

erial Document = Create Service Entry Sheg

Entry Sheet
For Purchase Order

Basic Data Accept. Data Vals Long Txt History

y Cost center El
(

Price Ref.

% PRsp. Intern.

sp. Extern.




»

Other Information Requirea:

= Service Location Is optional

= Period IS the dates of service (actual) — both
from and to for this SES.

= Short text under the basic data tab IS a short
description of what was received (copy and
paste from description above).

s Quantity = 1 AU (Activity Unit).
= Gross Price — basic price before any discounts
or other charges for this SES.


Presenter
Presentation Notes
Add Screen Shots from both Basic Data Tab and the Accept Data Tab.


Basic Data Tiab

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL
HOME | CONTRACT MANAGEMENT SYSTEM

Short Text
tibe the 5

0000115
v SANACQ D4 INT_T42 BLM =

b S WED3 testing
b SN W03 testing sECTAEIEN,  Accept Data , Vals |, Long Txt | History

P S WD3 testing
F < Converted Ohligation Acct Assgt Cat. Cocl conket 5

b Q,JANITOR SERVICES BLDG. 81 |~ — > — |

} 4ADP DATAENTRY SERVICES | | EdemsiNumper [ Price Ref. 10/2

b &, EDUCATIONAL SERVICES Service Loc. @ PRsp. Intern.
SALTEST i @) PRsp. Extern.

b QINSTALL ASSET

b ©,ACQ_D4_INT_T43_BLM

~ G2 DAMLID [ Jne | [c [U [seniceNo__[snontTen :
| AEE DA I T s I
I o

1




Other 1items:

Accept Data Tab

Doc Date: Must change the field to your
acceptance date

Posting Date: Creation of the SES

Reference Field: Enter theVVendor Invoice
number



Accept Data Trab

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCLAL TRAMEL
HOME | CONTRACT MANAGEMENT S%STEM

Home = Acguisition Home > Change Material Document = Create Service Entry Sheet | History

1000011501 Create Entry Sheet

|| |Save | [Back| | Cancel | | System | | | Other Purchase Order | | Tree On/Off | | More... )

£ %
ag | Entry Sheet 1|:||:||:||:|115|:|1| @C0 Mo acceptance

~ SLACQ_D4_INT_T42_BLI ForPurchase Order ~ [LOSPX00037 (10 ||

b SN WED3 testing
b SN WED3 testing Basic Data 4RV EeETE, Vals | Long Tt | History
¥ SN W03 testing
b <2 Converted Obligation 5 Doc. 0/21/2008 | ——————————————

» S JANITOR SERVICESBLDG. 81| | [my Posting  10/21/200¢ | The Accept. Data tab displays senice

b €3, ADP DATA ENTRY SERVICES meforence | an:n:ehptancedi?fnrmtatintﬂ. Thni Dlljg. Peld
b £ EDUCATIONAL SERVICES can be used to enter the actual date

Doc. Text | the service was received/performed.
A TEST This must be changed if the service
b 4% INSTALL ASSET date was in the past.
b ANACO D4 INT_T43_BLM
+ L ACQ_D4_INT_T03 Senvice Mo| The Reference field can be used to
@ ACO_D4_INT_TO3 enter the invoice number if it is known.




Other Trabs

Long Text for more comprehensive T0000T 1207 Create BRIy Sreet

description

> SMACQ_D4_INT_T42_BLM
INSTALLATION

b SN WH03 testing

P S W02 testing

¥ S WHD3 testing

¥ &% Converted Obligation

» &% JANITOR SERVICES BLDG

b S5 ADP DATA ENTRY SERVIC

b S5 EDUCATIONAL SERVICES

SN TEST

b SN INSTALL ASSET

b SALACQ_D4_INT_T43_BLM

> SLACQ_D4_INT_TO

H H t T b HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL
I S O ry a HOME | CONTRACT MANAGEMENT SY'STEM

Acquigition Home > Change Material Document > Create Service Entry Sheet

. : : _1'00001 1501 Create Entry Sheet
History Tab to look at receipts against || E—

the purchase order PuthaseOntrsniy srosts | £

v S ACO_ D4 INT_T42_BLM

b S0 WID3 testing

b S0 WHD3 testing

b S WH03 testing

b Y Converted Qbligation

b S JANITOR SERVICES BLDG. 81

b X ADP DATA ENTRY SERVICES % Changed [ S— {3 Change documents
dkz Change documents

D4_INT_T03
34_INT_



Presenter
Presentation Notes
Add screen shots behind each of the Tabs


Anything EIse?

= [Wo buttons called Change Documents

10 |4
; This Ehan_[._!u.a_ | documents hutton {3, Change documents
allows the COR to display =
previous changes made to the = Change documents
Header of this current service '
entry sheet. If no previous | d
changes exist a blank screen This Change documents button

will display. allows the COR to display previous |
Yy changes made ta the Line ltems o
& Change docsnenis this current semvice entry sheet, f

2= Change documents no previous changes exist, a blank

screen will display.




Next Steps

m Be sure to click SAVE

ntry Sheet
|| Pay attentlon 1o: | [ Other Purchase Order
Other Purchase Qrder
= See the red light next to no | Teoomor
acceptance. You have to Create Entry Sheet

release this sheet.
= [odo this: necthsscat | [Gosicani
= Click Display/Change ==
= Click More
s Click Release
= Release.codeisZ1

= Click Continue (the green
check mark changes the
light to Yellow)

= Click Save (the yellow
light has changed to
green!)




Anat nappensit?

m An Invoice IS recerved and |I’ve entered a
GR/SES?

= Y ou will enter workflow: to approve the invoice.



S PR

How do I get there?

Click on Home
Click on My Tasks
Click on Inbox
Click on Workflow

juisitions Approver - Windows Internet Explorer

FBEMS
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINA
MEWS & INFORMATION | MY TASKS | HELP DESK | FBMS Settings

Home = MY TASKS

Business Workplace of
[} |

. Waorkplace:

= MY TASKS
= My Tazks Help

[il There are no items to dizplay

T Shared trash




Business Workplace of Nicholas Lokshin
i) [Cano ]

= MY TASKS
= My Tasks Help

] Unread Documents 0
E Documents 1
w4
s to be created PO
Inv 5200050

b ¢@Shared fold
b cziFolders
T Trash

T Shared trash

You’ll see this screen and will highlight

and double click the message notification
you need to approve.

INTERIOR
“ oD AP~

FBMS

Welcome Nicholas Loksh|

FBMS Help | Personalize | Log
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL

The decision step will always tell

MEWS & INFORMATION | MY TASKS | HELP DESK | FEMS Settings

Home = MY TASKS

| History, Bac

you what needs to be done and what
options you have:

Approve

Reject

Cancel and Keep

ks Help

You can also see the invoice

referenced by clicking the link to the
right

g I —

Decision Step in Workflow
m] |

PO L08PX00037 has Inv 5200050201 awaiting approval

w | Choose one of the following alternatives

Approve

Reject

Cancel and keep work item in inbox

Description Objects and attachments

Invoice 5200050201 for Purchase Order #

+ Incoming |
LOBPX00037 has been received and is


Presenter
Presentation Notes
Insert a new slide on how to view a scanned invoice. Change the screen shots…..


Once Ifve \Viewed the Invoice

what do 11 do?

s Click Cancel on the Screen to return to the
Decision Step.

s Click approve or reject

s |T you reject put in explicit information.as to
Why you are rejecting It.

s [T'you hit the cancel and keep button you will
have to return to the task to either approve or
reject the Invoice at a later time.



Anat nappensit?

m An Invoice IS recerved and there 1s no GR/SES
entered?

= YOou receive an email telling you to go in and
create a GR/SES.

= You will enter my tasks and open the task to
review.the-invoice.

= ['he steps to enter workflow are the same as before
but the decision work steps are different.



ihe \Workflow NMessage [L00KS
like...

HOME ACQUISITION CORE FINAMCIALS DATA MANAGEMENT FINANCIAL 1| TRANMEL
MEWS & INFORMATION | MY TASKS | HELP DESK | FBMS Settings

Home = MY TASKS | History, Bac

o Business Workplace of Nicholas Lokshin
| Menu | | 4]l || [Back|[Cancel | [System ] | | New message | [M

= MY TASKS
= Ky Tazks Help

¥ o Workplace: Nicholas Loks (T ) gy = ke =1 B @WIEI%EI Sio
a= ¥ &ainbox = @E'I?

wr| Unread Documnents 0
Aninvoice has arrived that is #r| Documents 1 Workflow 2

attached to PO# LOBPXD0004. Click [ Workflow 2 Ex... [Title

the appropriate workflow notification [ Overdue entries 0 # A GR or SES needs to be created PO LOSPX00004

to review the invoice information. Deadline Messages 0 i#h A GR or SES needs to be created PO LOSPX00004
(¥ Incorrect entries 0

b £ Outbox

» B Resubmission

¥ @ Private folders

¥ @ Shared folders

b ¢iiFolders subscribed to
T Trash
T Shared trash




= You still'get the
general information
and' the requirement

you need to complete.

= YOu cannot select
completed until the
GR/SES has been
entered and
released/approved!

=, [0 complete the
GR/SES follow the
steps previously
outlined.

iy Welcome Nicholas Loksh
By v =
EBMS FBMS Help | Personalize | Log

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT
NEWS & INFORMATION | MY TASKS | HELPDESK | FBMS Seftings

FINANCIAL ASSISTANCE TRAVEL

Home > MY TASKS | History, Bac

L Decision Step in Workflow
Y TASKS [enu (AT || [Cancel] System ] | [ woriow | Create]

» Iy Tagks Help

=— | AGR or SES needs to be created PO L0O8PX00004

Choose one of the following alternatives

Completed
Canceled

Cancel and keep work item in inbox

Description Objects and attachments

Invoice # 5200050203 for Purchase Order e Incoming Invoi
# L08PX00004 has been received and is



s After the GR/SES has been completed you will mark
Completed on the task decision step and this signals
accounts payable to post the invoice.

= [T you hit cancel you must enter a reason Why: you are
cancelling the invoice and not willing to do a
GR/SES. This signals AP tech to either reverse the
INVOICe Or correct It.

= [T you hit cancel-and keep In inbox the task will

remain in your inbox and you will need to come back
and take action at a later time.



What Happens It - Make
a Mistake:



Some NUmBEES VoU Need to
KNOW:

= Goods Receipt Movement Types:

101 — Create/Approve Goods Receipt (Create and Approve
at the same time (DEFAULT)

102 — Reverse 101
103 — Create Goods Receipt Only (For acceptance later)
104 — Reverse 103

105 — Create Goods Receipt Acceptance Only (when you
created with 103)

106 — Reverse 105



»

Utilize these numpers to. ..

= Back out a goods receipt.

= Y ou will reverse the quantity and then do a
NeW receipt for the correct quantity.

m or a service entry sheet you will follow the
quick and easy SES Entry and Release Guide
(begin on page 13).


Presenter
Presentation Notes
Add slides to show how to cancel a ses as well.  


Remember:

Your part in this process Is important!

We cannot pay the vendors without you

We cannot accept over deliveries

We cannot maintain accurate records without you.
You as Receiving Official/COR are a vital part of the
process with ensuring that invoices for goods and

services are accurate and complete and that they are
acceptable for payment.



SO I'am an iImportant part, but
What 112

You can establish a “substitute” for yourself.

Substitutes can be established for the length of time you
are going to be gone and can be disabled should you
return before hand.

It is really important you establish your substitutes
before you leave the office so that business can proceed
even when you are gone.



E FINANCIALS DATA MANAGEMENT
{ELP DESK | FEMS Settings

Business Workplace of
I |

Warkplace »
Edit )
Goto j
Folder b
Environment »

Office setfings
System

[ Sharedt Save when you exi

T ——

FINANCIAL ASSISTANCE

TRAVEL EMIS PROPERTY

| History,

Fram Menu, select

Appaintment calendar

Business Workplace

Personal settings

Display organizational assignment
Refresh organizational emvironment

Adapt substitution
End substitution

Activate/Deactivate Substitute

Adoptview
Exit view

To get there:

1.

From the portal click on
Menu

Click on Settings

Click on Workflow Setting
Click on Maintain
Substitute

REMEMBER:

A substitute must have the
same role mapping as you
to fulfill that role for you!



: 5
You’ll see your name , be sure to ==

. . - = FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL EMIS PROF
highlight your name, and you Will . 5oee | saiis setings
click the Create Substitute Button

as shown below. Business Workplace of

[Menu [} |
A search dialog shows up and you (= Personal Subsiittes
can utilize the wildcard (*) to Name Profil Substiute Status Assigned as of Assigned un
help you search for your L8 vour Name
substitute.

l.e.. *NEL* will find all
those entered into FBMS who
have that string of letters in their
name.

Once the list appears, select the
name by highlighting it.

Click Create Substitute.

Don’t forget to click the green
check mark (continue)




E FINANCIALS DATA MANAGEMENT
ELP DESK | FBMS Settings

FINANCIAL ASSISTANCE TRAVEL

| Business Workplage
[fena] )

(5 Detail Screen Substitution| wha will be the substitute faor a stated penod of
time.
Suhstitute for Your Ma
Substitute BLW ACQ COR Receiving Official
¥ Personal substitution

Substitution data
Validity

n9,/08/2008
Profile General substitution

[ 7 Substitution active

Hix

Validity = period during
which you want them to
substitute.

Once you’ve selected your
dates be sure to check the
substitution active box and
click the disc symbol to save.

The proxy will automatically
expire upon the last date of
validity but if you return
earlier you can simply go
back to the workflow settings
and click end substitute and
then....



Select the name of the
substitute and click
the delete substitute
button.

OR

If you want you may
leave the substitues
name In the list and
simply end the
substitution until you
need them the next

time.

E FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL EMIS PROP
ELP DESK | FBMS Settings

| Business Workplace of Allanea Foreman
|[tenu } |} [Back ] [Cancel] [system |

(= Personal Substitutes

Name Substitution Profil Substitute Status Assigned as of Assigned un
* [ vour Name
(B MRl BT General substituti @ Activated 00/08/2008  12/31/2008




If | have questions?

Please review your training materials.

Please use the on-line help in FBMS - Click on Acquisition > Acquisition
Help > Work Instructions

Please view AQ Notification/News area —(Click on Acquisition — and see the
postings under AQ Notification/News.

Please view the BLM FBMS ALL users sharepoint site:
http://teamspace/sites/fomssteer

Please request assistance from your FBMS ACQ SuperUser (generally your
State/Center/WO Procurement Analyst

IF you still can not resolve your issue please submit a HelpDesk ticket (by
Email: FBMS HelpDesk@nbc.gov (be specific and include every detail) or
from the portal create a helpdesk ticket — Click on Home (top level, dark blue
band) > HelpDesk >Submit a Request for HelpDesk Support. To View your
tickets and status thereof click on Fetch Ticket Status



mailto:FBMS_HelpDesk@nbc.gov�
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